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1.10.250 Land Use Development Project Fees, CEQA Review (Deposit Against
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1.10.306 Grading Permit, 50 to 2,000 Cubic Yards

1.10.308 Grading Permit, over 2,000 Cubic Yards
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an Interlocking Concrete Paver Surfaced
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1.10.414 Failure to Give Required Notice Under a Utility company Annual
Encroachment Permit

1.10.416 Encroachment Permit, for Work Not Included in Fixed Fee Schedules
Where the Value of the Contract is Less than $10,000

1.10.418 Encroachment Permit, for Work Not Included In fixed Fee Schedules
Where The Value of the Contract is Between $10,000 and $100,000
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Where the Value of the contract is Over $100,000
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1.10.527 Dispatch Radio Tapes

1.10.600 Animal Control: License Fees
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1.10.602 Dog License Fee: Unaltered Dog

1.10.604 Dog License Fee: Altered Dog

1.10.606 Dog License Fee: Late Penalty

1.10.608 Dog License Fee: Duplicate Tag

1.10.610 Dog License Fee for Seniors: Unaltered Dog

1.10.612 Dog License Fee for Seniors: Altered Dog

1.10.614 Wolf Hybrid License Fee: Unaltered

1.10.616 Wolf Hybrid License Fee: Altered Wolf

1.10.618 Duplicate Wolf Tag

1.10.620 Animal Control: Redemption Charges

1.10.622 Redemption Charges: Type A

1.10.624 Redemption Charges: Type B

1.10.626 Redemption Charges: Type C Impound Costs: First Offense
1.10.628 Redemption Charges: Type C Impounds Costs: Second Offense
1.10.630 Redemption Charges: Type C Impound Costs: Third Offense or More
1.10.632 Redemption Charges: Type C Impound Costs: Fourth Offense
1.10.634 Redemption Charges: Type C Impound Costs: Fifth Offense and Up
1.10.636 Redemption Charges: Type C Board Costs

1.10.638 Redemption Charges Type D

1.10.640 Animal Control: Adoption Fees

1.10.642 Dogs

1.10.644 Cats

1.10.646 Rabbits

1.10.648 Mice

1.10.650 Rat

1.10.652 Guinea Pig

1.10.654 Hamster

1.10.656 Pigeon or Dove

1.10.658 Duck Goose or Chicken

1.10.660 Turtle

1.10.662 Exotic Snake

1.10.664 Goat/Pig/Sheep

1.10.666 Horse

1.10.670 Animal Control: Surrender, Euthanasia and Dead on Arrival Disposal
1.10.672 Dog or Cat

1.10.674 Rabbit or Small Animal

1.10.676 Litter of 3 or More

1.10.678 All Exotic Animals

1.10.680 Farm Animal

1.10.682 Animal Control: Miscellaneous Fees

1.10.684 Quarantine Fee

1.10.686 Dangerous Animal Permit Fee

1.10.690 Property Inspection Fee

1.10.692 Breeding Permit Fee

1.10.694 Fancier's Permit Fee

1.10.700 Massage Establishments

1.10.702 Massage Establishment Initial License

1.10.704 Massage Establishment Annual Renewal

1.10.706 Massage Technician Initial License

1.10.708 Massage Technician Annual Renewal

1.10.800 Food and Drinking Establishments

1.10.802 Restaurants Seating Capacity of 1 to 20

1.10.804 Restaurants Seating Capacity of 21 to 50

1.10.806 Restaurants Seating Capacity of Over 50

1.10.808 Taverns, Bars or Other Drinking Establishments Seating Capacity of 110 5
1.10.810 Taverns, Bars or Other Drinking Establishments Seating Capacity of 6 to
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20

1.10.812 Taverns, Bar or Other Drinking Establishments Seating Capacity of Over 20
1.10.814 Catering Service

1.10.816 Delicatessen

1.10.818 Fish Market or Stand

1.10.820 Grocery Store

1.10.822 Horsemeat Market

1.10.824 Poultry Market

1.10.826 Vegetable Market or Stand

1.10.828 Fruit Market or Stand

1.10.830 Food, Drink or Confection Vending Vehicles
1.10.832 Food Establishment in Public Schools
1.10.834 Food Establishments Not Specifically Listed
1.10.900 Cardroom Establishments

1.10.902 Initial Cardroom Permit

1.10.904 Amendment to Cardroom Permit

1.10.906 Cardroom Table Permit

1.10.908 Cardroom Employee Initial Registration Fees
1.10.910 Cardroom Employee Annual Renewal
Subchapter 1.11: Website Policy

Division 1 - General Terms and Conditions of Use

1.11.010 Statement of Website Purpose
1.11.020 Website Administrator

1.11.030 Logo Permissions

1.11.040 Accessibility Policy

1.11.050 Privacy Policy

1.11.060 Disclaimer of Warranties/Lega! Notice

Division 2 - Website Content

1.11.070 Content Posted on Town of Colma Website
1.11.080 Reports Required by State Law
Division 3 - Allowance of Links to External Websites
1.11.090 Statement of Website Policy on External Links
1.11.100 Links to External Resources and Websites
1.11.110 Application Process and Review
1.11.120 Reservation of Rights
Subchapter 1.12 Identity Theft Prevention Program
1.12.010 Purpose
1.12.020 Definitions
1.12.030 Designation Of Authority
1.12.040 Compliance Reports
1.12.050 Red Flags ldentified By Town Of Colma
1.12.060 Procedures For Detecting Red Flags
1.12.070 Address Discrepancies In Consumer Credit Reports
1.12.080 Procedures For Responding To Red Fiags
1.12.090 Training Of Staff
1.12.100 Periodic tdentification Of Customer Accounts
1.12.110 Periodic Update Of The Program
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CHAPTER TWO:
Subchapter 2.01:
Division 1 - General

2.01.010
2.01.015
2.01.020
2.01.030
2.01.035
2.01.040
2.01.050
2.01.055
2.01.060
2.01.065
2.01.070
2.01.072
2.01.074
2.01.080
2.01.085
2.01.090
2.01.095
2.01.096

COMMUNITY PROGRAMS

Recreation and Leisure Services Programs, Events and Activities

Residency Requirements

Employees and Certain Independent Contractors
Colma Identification Card

Proof of Identification and Residency of an Adult
[Repealed]

Proof of Identification and Residency of a Child
Information, Responsibility

Ticket Distribution

Selection Policies

Accessibility

Participation Fees

[Repealed]

Unused Ticket Policy

Temporary Guidelines

Rules and Regulations

Guidelines Only Directory

Severability

Appeals

Division 2 - Sponsored Events

2.01.100
2.01.105
2.01.110
2.01.120
2.01.130
2.01.140
2.01.150
2.01.160
2.01.170

Policies

Sporting Events

Cultural and Theatrical Events

Children’s Camps

Trips

Community Picnic

Aduit Holiday Party

Children’s Holiday Parties and Social Events
Classes Offered by Town

Division 3 - Use of Town Facilities

2.01.200
2.01.210
2.01.220
2.01.230
2.01.240
2.01.250

Division 4 - Conduct

2.01.300
2.01.310
2.01.320
2.01.330
2.01.340
2.01.350

Sterling Park Community Center

Private Use

Colma Historical Park and Community Center
Private Use of Colma Community Center
Rules Applicable to All Facilities

Special Rules for Use of Alcoholic Beverages

Standards of Conduct
Place of Occurrence
Immediate Removal
Exclusion

Procedure
Misdemeanor
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Subchapter 2.02: Senior Housing Complex

2.02.010 Goals

2.02.020 Rental Policy

2.02.030 Eligible Persons

2.02.040 Disqualified Persons

2.02.050 Application and Priority Process
2.02.060 Policies for Establishing Rents
2.02.070 Restrictions on Use

2.02.080 Rules and Regulations

2.02.090 Right to Inspect

Subchapter 2.03: Town-Owned Affordable Housing
2.03.010 Definitions

2.03.020 Designated Inclusionary Units
2.03.030 Publication and Notification of Availability of Inclusionary Unit
2.03.040 Rental Policy

2.03.050 Qualifications of Eligible Persons
2.03.060 Preferences

2.03.070 Changes in Tenant Income
2.03.080 Rent

2.03.090 Restrictions on Use

2.03.100 Federal and State Laws

2.03.110 Prohibition Against Discrimination
2.03.120 Right to Inspect Unit and Documents
2.03.130 Remedies

CHAPTER THREE: PERSONNEL POLICIES
3.01t03.06 Table of Contents

Subchapter 3.01 General

3.01.010 Goals

3.01.020 Rights Reserved; Scope
3.01.030 Conflicting Provisions

3.01.040 Rules and Regulations

3.01.050 Delegation of Authority

3.01.060 Personnel Records

3.01.070 Employee ldentification Cards
3.01.080 Employee Responsibilities
3.01.090 Types of Employment

3.01.100 Definitions

Subchapter 3.02 Employment

Divisions 1 - General

3.02.010 Equal Employment Opportunity Policy

3.02.020 ADA Compliance

3.02.030 Equal Employment Opportunity Officer

3.02.040 Equal Employment Opportunity Practices

3.02.050 Nepotism

3.02.060 Employment Eligibility
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Division 2 - Hiring

3.02.070
3.02.080
3.02.090
3.02.100
3.02.110
3.02.120
3.02.130
3.02.140
3.02.150
3.02.160
3.02.170
3.02.180

Hiring Process — General

Hiring Process — Notice

Hiring Process — Applicant Expenses
Hiring Process — Testing

Hiring Process — Interviews

Hiring Process — Reference Checks
Hiring Process — List of Qualified Persons
Orientation

Probation Period

Special Employment Programs
Volunteers

Outside Employment

Division 3 - Promotions and Demotions

3.02.190
3.02.200
3.02.210
3.02.220

Employee Development
Promotions or Transfers
Temporary Assignments
Demotions

Division 4 - Compensation and Hours

3.02.230
3.02.240
3.02.250
3.02.260
3.02.270
3.02.280
3.02.290
3.02.300
3.02.310
3.02.320
3.02.330
3.02.340
3.02.350
3.02.360
Division 5 - Separation

3.02.370
3.02.380
3.02.390
3.02.400

Subchapter 3.03

3.03.010
3.03.020

3.03.030
3.03.040
3.03.050
3.03.060
3.03.070
3.03.080

Compensation Plan

Classification

Reclassification Procedure

Work Period

Work Hours

Overtime

Compensatory Time Off

Recognition of Longevity

Garnishment

Pay for Working in a Higher Classification
Pay Advance

Time Sheets

Performance Evaluations

Change of Name, Address and Telephone Number

Resignation

Termination

Lay-offs; Re-Employment
Out-Processing

Standards of Conduct

General Policy

Duty of Employees, Elected Officials and Certain
Independent Contractors

Duty to Cooperate

Dress Code

Job Performance

Honesty

Respect for Persons

Respect for Property
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3.03.090 Ethics

3.03.100 Gifts, Honoraria or Travel Payments

3.03.110 Bribery

3.03.120 Loans

3.03.130 Conflicting or Incompatible Activities

3.03.140 Use of Equipment, Supplies and Staff Time

3.03.150 Use of Letterhead, Stationery, or Logo by an Elected Official
3.03.160 Discrimination, Harassment and Retaliation Prohibited
3.03.170 Harassment — Defined

3.03.180 Harassment — Employee’s Role

3.03.190 Harassment — Supervisor's Role

3.03.200 Harassment — Complaints

3.03.210 Harassment — Retaliation

3.03.220 Smoking

3.03.230 Substance Abuse — Prohibited Use or Possession
3.03.240 Substance Abuse — Procedures; Testing

3.03.250 Substance Abuse — Employee Assistance

3.03.260 Substance Abuse — Awareness Program

3.03.270 Political Activities; Campaigning

3.03.280 Lobbying Before State Legislature or Other Governmental Agency
3.03.290 Coercion or Intimidation of Public Employees
3.03.300 lllegal Election Activities

3.03.310 Soliciting Sales or Donations

3.03.320 Violence Prevention

Subchapter 3.04 Complaints, Grievances and Disciplinary Matters

Division 1 - General

3.04.010 Summary of Procedures for Submitting Complaints or Grievances
3.04.020 Definitions

3.04.030 No Retfaliation

3.04.040 Employee's Duties

3.04.050 Administrative Leave

Division 2 - Harassment or Discrimination

3.04.060 Disposition of Harassment or Discrimination Complaints
Division 3 - Grievances

3.04.070 Grievances, Scope
3.04.080 Representation in Grievance Matters
3.04.090 Grievance Procedure

Division 4 - Disciplinary Procedures

3.04.100 Disciplinary Action

3.04.110 Types of Disciplinary Action

3.04.120 Oral Reprimand

3.04.130 Written Reprimand

3.04.140 Right to Representation

3.04.150 Authority to Impose Disciplinary Action

3.04.160 Notice of Intent to Take Disciplinary Action

3.04.170 Informal Conference on a Disciplinary Matter

3.04.180 Final Notice of Disciplinary Action

Table of Contents Administrative Code

March 2009 Page 10 of 15



Division 5 - Appeals

3.04.190 Appeal from Final Notice of Disciplinary Action

3.04.200 Selection of Alternative Dispute Resolution (ADR) Panel and
Hearing Officer

3.04.210 Appeals by Public Safety Officers

3.04.220 Appeals by Miscellaneous Employees

3.04.230 Notice of Hearing

3.04.240 Subpoenas

3.04.250 Pre-Hearing Disclosures

3.04.260 Impartiality

3.04.270 Conduct of Hearing

3.04.280 Decision on Appeal

Division 6 - POBR

3.04.290 Public Safety Officers’ Procedural Bill of Rights
3.04.100 Disciplinary Action

3.04.110 Types of Disciplinary Action

3.04.120 Oral Reprimand

3.04.130 Written Reprimand

3.04.140 Right to Representation

3.04.150 Authority to Impose Disciplinary Action
3.04.160 Notice of intent to Take Disciplinary Action
3.04.170 Informal Conference on a Disciplinary Matter
3.04.180 Final Notice of Disciplinary Action

Division 5 - Appeals

3.04.190 Appeal from Final Notice of Disciplinary Action

3.04.200 Selection of Alternative Dispute Resolution (ADR) Panel and Hearing Officer
3.04.210 Appeals by Public Safety Officers

3.04.220 Appeals by Miscellaneous Employees

3.04.230 Notice of Hearing

3.04.240 Subpoena

3.04.250 Pre-Hearing Disclosures

3.04.260 Impartiality

3.04.270 Conduct of Hearing

3.04.280 Decision on Appeal

Division 6 - POBR

3.04.290 Public Safety Officers’ Procedural Bill of Rights
Subchapter 3.05 Benefits

3.05.010 Eligibility

3.05.020 Regulations

3.05.030 Medical and Hospital Insurance

3.05.040 Dental Insurance

3.05.050 Vision Plan

3.05.060 COBRA

3.05.070 Life Insurance

3.05.080 Employee Assistance Program

3.05.090 Long Term Care Program

3.05.100 Health Club
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3.05.110 Credit Union

3.05.120 Deferred Compensation

3.05.130 Retirement Plan

3.05.140 Social Security

3.05.150 State Unemployment Insurance Benefits
3.05.160 State Disability Insurance (SDI)
3.05.170 Workers’ Compensation

3.05.180 Reimbursement for Education Expenses
Subchapter 3.06 Leaves

Division 1 - General

3.06.010 Inconsistent Actions; Failure to Return to Work
3.06.020 Exhaustion of Paid Leave

3.06.030 General Rule for Accruing Leave

3.06.040 Unpaid Leave of Absence

3.06.050 Coordination of Benefits

3.06.060 Conflicting Provisions

3.06.070 General Rules of Entitlement; Prorated Paid Leave

Division 2 - Holidays
3.06.080 Holiday Leave

Division 3 - Sick Leave

3.06.090 Sick Leave Eligibility

3.06.100 When Sick Leave May Be Used

3.06.110 Conversion or Payment for Unused Sick Leave
3.06.120 Sick Leave Not to Extend Family and Medical Leave
3.06.130 Reporting Requirements

3.06.140 Prevention of Sick Leave Abuse

Division 4 - Family, Medical and Pregnancy Leaves

3.06.150 Family and Medical Leaves of Absence
3.06.160 Pregnancy Disability Leave

Division 5 - Personal Leaves
3.06.170 Eligibility for Vacation Leave
3.06.180 Administering Vacation Leave
3.06.190 Management Leave
3.06.200 Floating Holidays

Division 6 - Leaves for Public Duties

3.06.210 Election Officer Leave

3.06.220 Jury Duty Leave

3.06.230 Leave to Attend Court as a Witness
3.06.240 Leave Time for Voting

Division 7 - Other Leaves

3.06.250 Bereavement Leave
3.06.260 Administrative Leave
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Subchapter 3.07

3.07.010
3.07.020
3.07.030
3.07.040
3.07.050
3.07.060
3.07.070
3.07.080
3.07.090
3.07.100
3.07.110
3.07.120
3.07.130
3.07.140
3.07.150
3.07.160
3.07.170
3.07.180
3.07.190

Subchapter 3.08

3.08.010
3.08.020
3.08.030
3.08.040
3.08.050
3.08.060
3.08.070
3.08.080
3.08.090
3.08.100
3.08.110°
3.08.120
3.08.130

Subchapter 3.09

Division 1 - General
3.09.010
3.09.020

3.09.030
3.09.040

Expense and Use of Public Resources Policy

Findings

Policy

Generally Authorized Expenses
Non-Allowable Expenses

Attendance at Certain Organizational Activities
Transportation

Meals

Overnight Travel and Lodging

Parking Fees; Rental Cars
Telephone/Fax/Cellular

Tips

Prior Approval Required

Cash Advance Policy

Credit Card Use Policy

Expense Report Content and Deadline
Audits of Expense Reports

Reports by Elected Officials
Compliance with Laws

Violation of This Policy

Email and Other Electronic Communication

Style and Purpose

Definitions

Passwords

No Privacy Right

Preparing and Using Email

When Email Constitutes a Producible Public Record
Email for Transmission Not Storage; Transfer of Messages to Storage
Duty to Protect the Electronic Communication System
Duty to Protect Confidential Information

Other Prohibited Uses

Purging

Preservation of Documents During Pending Litigation
Violations; Duty to Report

Employer-Employee Relations

Statement of Purpose

Definitions

Right to Join Employee Organizations, Designations of Units
Policy and Standards for Determination of Appropriate Units

Division 2 — Representation Proceedings

3.09.050
3.09.060
3.09.070
3.09.080
3.09.090
3.09.100
.3.09.110

Filing of Recognition Petition by Employee Organization

Town Determination

Open Period for Filing Challenging Petition

Election Procedure

Procedure for Decertification of Recognized Employee Organization
Procedure for Modification of Established Appropriate Units
Appeals
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Division 3 - Administration

3.09.120 Submission of Current Information by Recognized Employee
Organizations

3.09.130 Payroll Deductions on Behalf of Employee Organizations

3.09.140 Employee Organization Activities — Use of Town Recources

3.09.150 Administrative Rules and Procedures

Division 4 — Negotiation and Impasse Procedures

3.09.160 Meet and Confer

3.09.170 Reasonable Time off to Meet and Confer
3.09.180 Initiation of Impasse Procedures
3.09.190 Impasse Procedures

3.09.200 Costs of Impasse Procedures

Division 5 — Miscellaneous Provisions

3.09.210 Construction
CHAPTER FIVE: General Plan
Subchapter 5.05: Housing Element
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